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This Job Aid shows seller administrators how to: 
• Select and maintain commodity & Environmentally Preferable Product Codes & Services 

Of Special Note: 
The Seller Administrator has the responsibility of initially assigning UNSPSC to goods and services offered by the Seller’s 
organization, as well as, periodically reviewing, adding and deactivating codes as business needs dictate. 

United Nations Standard Products and Services Code (UNSPSC) is a hierarchical convention used to classify products 
and services. The code consists of five two-digit identifiers that categorize the items into a five-level hierarchy moving 
from a general to a more specific categorization: 

 Segment 

 Family 

 Class 

 Commodity 

 Business Function 

Screenshot Directions 

 

1. Launch the COMMBUYS website by 
entering the URL 
https://www.commbuys.com into the 
Browser. 

 
Login using the ID and password for 
your Seller Administrator role. 

 

https://www.commbuys.com/
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2. Click on the Maintain Organization 
Information icon on the Seller 
Administrator control center. 

 
Note: If you have multiple roles, choose 
the Seller Administrator tab. 

 

3. Click on the Maintain Commodity-EPP 
Codes & Services icon.  

 

4. Click on the Maintain Commodity–
EPPs icon. 

 

5. There is one commodity code listed in 
this example. To assign additional 
commodity codes to your organization’s 
goods and services offered, click on Add 
Additional Codes. 
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6. Search by Class, Item, and or Keyword 
to find additional codes to assign to the 
good and or services offered by your 
organization. 

 
Click on the appropriate hyperlinked 
UNSPSC Segment codes listed to the 
left to access UNSPSC family numbers. 
 

 

7. Click on the 4-digit numerical hyperlink 
to the left of the category to select the 
family category associated with any 
additional products and or services your 
organization offers. 

 

8. Select the checkbox next to the class 
associated with the products and or 
services offered by your organization. 
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9. To access additional UNSPSC 
reference, consider opening an 
additional tab and enter 
http://www.unspsc.org into the address 
bar opening the UNSPSC Home Page. 
 

 

 

10. Input a general description of the item in 
the Code Name box to search for related 
UNSPSC products and services. 
 
Click on the magnifying glass.  
 
 

 
 

11. A screen displays a list of items for this 
commodity class.  
 
You may wish to continue this refining 
process using different search terms to 
more accurately assign UNSPSC to your 
organization’s goods and services 
offered. 
 
 

http://www.unspsc.org/
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12. Select the UNSPSC checkbox for the 
additional category of the products and 
services your organization offers. 
 
If you wish to add additional products or 
services, click on Save and Add More to 
continue your search. This action returns 
you to the UNSPSC search screen.  
 
Upon completion of adding your products 
and services click on Save. 
 

 

13. Once you have clicked on Save, the 
codes will appear as current codes. 
 
Click on Cancel & Exit when the 
commodity code maintenance is complete 
to return to the Commodity-EPP 
Maintenance homepage. 
 
To remove codes, click on Deactivate 
Selected Items. 

 

14. To view inactive commodity codes, Click 
on the Display Inactive Commodity 
Codes icon from the Commodity 
Maintenance homepage. This displays a 
list of commodity codes that were at one 
time assigned to goods or services offered 
by seller’s organization. 
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15. To reactivate Commodity Codes that have 
been deactivated, place a check mark in 
the item’s Activate box and click on Save 
& Exit. 


